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Departure Communication Templates for Supervisor
These templates are available to support supervisors in communicating a staff member's departure. Copy and paste the relevant template into your preferred communication channel and customise it to reflect the staff member's circumstances and role.

Resignation
SUBJECT: Team Update – [Staff Member Name / Team Name]
Dear Colleagues,
I would like to advise that [Staff Member Name], [Position Title], will be finishing with the College of Medicine and Public Health on [Date] to pursue a new opportunity.
Since joining CMPH, [Name] has contributed to [team/project/area], and we thank them for their commitment and contribution during their time with the College.
Please join me in wishing [Name] every success in the next stage of their career.
Kind regards,
[Supervisor Name & Sign-off]

End of Contract
SUBJECT: Staffing Update – [Staff Member Name / Team Name]
Dear Colleagues,
I would like to advise that [Staff Member Name] will be concluding their employment with the College of Medicine and Public Health following the completion of their contract on [Date].
We would like to acknowledge [Name]'s contribution to the College and thank them for their work and commitment during their appointment.
Please join me in wishing [Name] all the very best for the future.
Kind regards,
[Supervisor Name & Sign-off]



Retirement
SUBJECT:  Retirement Announcement – [Staff Member Name]
Dear Colleagues,
I am pleased to share that [Staff Member Name], [Position Title], will be retiring from Flinders University after [Number] years of service.
During their time with the University, [Name] has made a significant contribution to [team, discipline, research area, teaching program, etc.] and has been highly valued within the College community.
[Name]'s final working day will be [Date].
Please join me in thanking [Name] for their dedication and service and wishing them a rewarding and enjoyable retirement.
Kind regards,
[Supervisor Name & Sign-off]

Redundancy / Separation from Employment
SUBJECT: Team Update – [Team Name]
Dear Colleagues,
I would like to advise that [Staff Member Name] will no longer be employed within [team/College] from [Date].
We acknowledge [Name]'s contributions during their time with the College and thank them for their service.
To ensure continuity of operations, enquiries relating to [area of responsibility] should be directed to [Contact Person/Team] until further arrangements are confirmed.
Thank you for your support during this transition.
Kind regards,
[Supervisor Name & Sign-off]




Deceased Staff Member
SUBJECT: In Memory of Our Colleague [Staff Member Name]
Dear Colleagues,
It is with profound sadness that I share the news of the passing of our colleague, [Staff Member Name], on [Date].
[Name] was a respected and valued member of the College of Medicine and Public Health and made a meaningful contribution to [team, teaching, research, professional staff area, etc.] throughout their time with the University.
We extend our sincere condolences to [Name]'s family, friends and colleagues during this difficult time.
Support is available to staff through the Employee Assistance Program (EAP). Further information regarding memorial arrangements or opportunities to acknowledge [Name]'s contribution will be shared where appropriate and with the family's consent.
Please take care of yourselves and each other during this difficult time.
Kind regards,
[Supervisor Name & Sign-off]

Internal Transfer
SUBJECT: Staff Transition Update – [Staff Member Name]
Dear Colleagues,
I am pleased to advise that [Staff Member Name] will be commencing a new role as [Position Title] within [Area/College] from [Date].
We thank [Name] for their contributions to [current team] and wish them every success in their new position.
Please note that responsibilities currently managed by [Name] will transition to [Contact Person] until ongoing arrangements are finalised.
Kind regards,
[Supervisor Name & Sign-off]
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